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DOCUATET CORTROL PROCEDURE
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PCCUMENT COT0L PROUCEIRIAT

A. CEVEBRAL
Ths need for and the extent of mail control will vary with
the requirements o each office ¢f the Agency. This systeow
is consifersd to e the cna wost 1ly spplicable and
its instellation vitu neeecsary tions is sdvocated in
sll offiees which bave a mail coatrel requiressnt. The
systew will accouplish the following specifie odbjlectivess
provids a means four tracing and loeating corresponience in
proocesss Ixovide = follow-up oo unanswared corresponience}
sorve 89 o log s record of sotiocus teken) and ssrve as &

finitng vodin for lled corvespondoncae,
n, ISTERUINDNG THE EXTYNWT OF CONTROL

1. 7Tt should e boruw in =ind that eortrols weean extra work
and should be 2yplisd only 4f eonsidered vorth the addi-
ticnnl cost. Ths vorih sust Lo weasured in terss of the
nged to quickly leczte corrvapondencas time ssmved in
pearching for correapovdence in process or filed; and the
prevertion of &clc/s in ansvesring corresponiende.

2. By &iscussion wvith Office Beeds, Administirative Officerz
an? Divigion Chiefe, Area Records Officars should first do-
terwine the extont of cantrol desired stated in terwwm of
specifie objectives. In scoe offices, no control except
the usual booek lags may bLe peosssery viile othere may re-
quire as lete control as possible, Upon detersining ‘
the sxtent control dasired, the Area Recerds Officer, i
with sssistance from the Recorids Managemont Steff as meeded, '
should adspt the procedure outlined in this handbook to
woet the specisl reguirenontes of the office.

3. After dotaruining howv muech of a eontrel is desired, noxt '
docide what 18 t® be coutrolled, It 1is rarely necessary to - -
eoutrel all materisl trarsaitted through the wmail, There- -
fore, & reviev should be made of material hardled by the
registry to elearly establish what should and vhat should
st be ut into the emtul W-

. o RESPESIILYSY - |

o coatrel and routing of m«m eesunioations should
b9 at the of recsipt and &ispeteh, In wost ingtances,
this will the rocords unit or reglatry with subsidisry
contrel poivts at the Division lewel.

n CORTROL PROCETUNES

l. “Thisg rooelure provides for the aceorplishrment of &ll of
the oblectives of o mail eomtrol gystewx, Epeclal sdaptiors
¥ill be reguired te elizinote usaceded features and becmune
of varying confiticos such ss mmber end gqualifiesntion of
pErsomnal aveilxbis for contrel work) nusber of mracnusl '»
sovved] and physicszl locaticon of the organizstional units, ) |

“1-
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DOCUVENT Cov 01, PROCEIRE

T, OOl PHOCEDRMES (70w LD

do U rescelipt i Lue welttry of imwminag wﬂmimtm“
10 b controlled, aagijgu o eontrol numbar end mwﬂ 08
Pera 0735 Dociment Zontrol, as Tollowey '

6, ftamp the eontrol meter in the 1
the imeoaing cosrunication and tm- v
bloek: of Forn 238,

e Enter the security cmaaiﬂmtim: of the aeemut m
the apeeo desianated “Sec. Cl." '

t. Enter the teen o Yee m!i-«id*.ml, huginess fire or or. :
@gmimthm frov woa the corresponience wes received,
0w Lleex desd anted "Origin,” R

d. Enter the Jdate of iLom oornswnﬂanm in thw owc:u du-
{gmatod “ete of Dea,"

e, Eotar the fate Mo crevunloation wam vectived in bleak S
dentgrmted e wertd S

. Erntsr the dater attion 1o due to be ecowpleted m nr.mﬁ
danstigvated "Mapener Dals,”

Bs Doter a brief digest of the evhjloet matder involved in
o thz irconming correspondence in the space designatad -
Co "Gubj."” and (pAlcete the nusber of enclosures, 1f the
5 ingoming eoowunicstlion ia & telegran, regletersd lstt
or other amul type amimtlm, : ;

.\w‘* ':hm in um mw amc@. :

mmh min gl
thev(:aat’ml hﬁlil cmm*

Approved For Releaée 2005/11/21 : CIA- RDP70 00211R000700140008 0




Approved For Release 2005/11/21 : CIA-RDP70-00211R000700140008-0

DOCUMET T TORUE L PROCE,

A —— s A g o

De COMTROL FROCEDUAN {CoaT LUs D)

3., e. Uuaber 3 copy - Fila by w ﬂntw m vhieh acticm a.am
‘o te esepletcd (Bee Paragruph §) 16 act us a suspenss
copy & serve a8 a mg Maintaic this file iz two ,
parte "Action Cowplete and "Inpoxpleted.” Place the
suspense copy in the “Incompletad”™ file and use to :
follow up communications oa which sotion hae not teen
gonpleted within the time entablished for follow ups to bﬂ
vade., Whon action hng Leen mpletaﬂ withdiray the :
suspanse copy from the “Tncouploted” file snt place in
thw "Actlon Tomnlated” file by certrol uumber.

A. "‘ﬂcuwlj f-r“t . egpiaes puwbere? 1, k, 5 ayxd £ 4o the
upper left vorres of the corrvspondance and forward Lo
4 e Esuk'uiﬁiw il Contrel pcint showm in the runting

coOluan,
b, Upon receln? by U Juletdlary Comtrol TPeiat Madl Tleré, o~
For the eearinlont ton Lo the proper action des® knd nols the
refereil tn ths T outine-Dete Bent” coluwma. 2t Lt A'om DU

referral detech e nusber b copy ond Tlla by date sction ie

Sue 49 b conpleicl, lUse for 3 suspenan file & deecr e

oy coamy $3. Aote ey 1nter vefecrale on tkig ooy #0 tact

1t wiil provide Lolure tlon a8 LWoLe 008 Ling 0 Y Coerund -

ention when mqw-:s s evarerning 1t are recalved, Vhon tha £k

capy Bas served {18 purpose ss & Ruwnse Tile, use It es s
" finding wedie by noting tbe file olassification ian Lhe. Liosk
. desigoated "Urosw Juferencd or Peint m“ ﬂung, and file 14
‘julpmhctt,uully bf *mv mm ;o

" Copy numhmr 5 {s used b:'f‘
" 1f the eorresponience 15 .
Mail Control within the m't
detach the $5 copy, nota. : ‘ |
"Routing-Date Fert’ eolosd nd retirn the: nup-é s - Co
Mal "t;anml. Tox ‘Can ntrol transeribes. thn
‘for fbmﬂma d S, '

'Copy. B emmm&mt.im uﬁti}.
BuTy mtlon hewe Yeen ukw’h the corresponfence 1§ returned
to Central Mall Control, M thie point resove and destroy -
‘eoples 'S srd £ 1r 83111 ttéabtd, Andieating thet & secund ra-
.. favral ’ms not reguired y Cantrel Mail Control recoris An
* the "Croas Jefnronce oF £ of F1l1ng" spree of comy nuster
©1the gublect clisaiTioat Ié&t B ‘thaf correspondenca to Lo fited.
" Upe copy $1 to replace Mpy TUmher, 2 in the ' alpeheticsl sduvree
pame Tille and flle Lo 42 copy by date e::*" :!lnmu.h as the oute
going leg., Copy minber 1 earves a3 » Tinding wedis foOr cocres-
pondence thet gannct ba locmted imumwly i1 ¢he subject file.
-l
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. DOSMBENT CORTEOL MROCEDME

D. CONTROL PROCEDXRES (COWTINUED)

6. (Comtimued) 7 the correspondence is retainsd for filing
: and diopateh of the remly by the Bubsldisry Mail Control,
- 7. dmtesh eopy pusber 1 {rom the correspordence, place tha
L subleat clogeiication {n the block designated "Crose
L 0 T Referenes or Folut of o iling note sotionm taken in the
AR oper bloak ard mais the following notation on the Pore 230
- : tained by " Forward copy numbey 1 to the Cantral
Mail Control P55 TT ing. (fee attachod flow chart.)

7. For intra-office e«:;r;-:wq:drsdenm initinted within the Offlice,
which zuet bas ~ontrollsl, te procedure below applies.
The origirotor Irspa-cs Tors 232 aa follews:

e, Tyyes sec.rity cinesifleation of the lccuwment in *le
denigmated s7.on - Bee, C1.7

b, Enters the pese of Wwe Division preparing the ciasunlestion
in the spioe Jesigrated "Origin.”

c. Types Lhe Gats of e correspeniance in the block desiganted
“Datz of Doo,”

A, Inclufes in the spece Sesignated "Eub et” s brisd Gigest
of the gableet wilter involwed in the comvrmionticu.

‘&, Bctes the initinl referrel (to the Central Mol Control)
+ . in the "Routing-Date Bent” columa, - AN

the Bubsidiary Il Costrol deteches and flles cogy mmber b
ohrouologleally, wtteahing coples 1, 2, 3, 5and ¢ to the
_soawsmication which io forverded to the Centrel Mail Comtrol,

&

Assigns a coutrol nwmbder to the eomenniontion and the

to Suhaidiary Meil

Control
Bent” golwm. o

-L-

P
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DOCUMENT COMYROL _PROCEDUNGE

D. CONTROL PROCEDURES (CCNTINUED)

10. Chacl. tbe suspense file in the Central Mall Conmtrol daily.
Upon expiratior of the time sllotted for aetien, contaet the
Bubsidiary Mail Control to vhieh the eocrunication vas re-
ferred to deteraine Tha reason for the delay. If additiomm’
tine is nsedsd note the nev data due, as {ndicated Ly the
potion desk, on the suspense copy (Nurder 3 of Form 255)

11. To insure successful eparation of this procedure, 1t 18 ep-
pontial that persons asaigned mwail eontrol duties be in-
structed thet this is a prierity funetion. )ake nors than
one person avalluble for sush Suty ai asch eontrol polint to
provent the delay so of+en experiended in getiing correspon-
dence to action desws.

E. LOGGING CLABSIFIED DOCUMENTS

Pors 230 Doewesnt Control, has deen approved for use us a
log for material clasaified as "eonfidential” through
ngeeret.” If used for wail eoptrol purpeses, it should re-
plaae the book log sud will save the time cerdimarily re-
quired for their zaintenanes.

7. !mgmﬁ
The Agenay f1ling system ss presoribed im the Bandbook for

STAT mr_gt. Filing, HB does ROt vpually réquire the use
aup 1 ripding wedium. However, ome such finding

wodium used vhen necessary is mn alphmdetical source name

tadex with & notation of the sudjest heading under which the

related eorrespondence is filed. Forw 230 cen resdily be used

as an slphabetical finding wedium wpon cowpletien ef the

zumiu of related correspondenve. The proosdurs for this
descrived in the parsgraphs cevering the use eof Copies 1 and b,

The alphabetical rame tsdex is partisularly sdvantageaous vhen

the filing systes is first installed and files personpal bave
~ met had an opportunity te beeowe thoroughly indoetrinated.
‘Bowever, im such instances, the value of the cawe index file

should ﬁ. svaluated pericdically snd éisecontizued when found
. te Yl MRRRGQsSATY. : , '

A}
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